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Position Title:		Manager People and Culture 

Program:		People and Culture

Reports to:		Executive Director Corporate Services 

Supervises:	HR Coordinator, Quality Coordinator 

Date of review	:	11/07/2018


Our Mission

Helping people to rebuild their lives.

Our Vision

We will provide a range of complementary treatment services to support individuals and families to assist them to recover from the harmful effects of drugs and alcohol. We will draw on our specialist expertise to increase community understanding of drug and alcohol related issues and we will develop a pro-active, educative focus to our work.

Our Principles

· Provide a range of approaches and give attention to all aspects of an individual.
· Provide unflagging belief and support for individuals who wish to change and grow.
· Respect differences in culture, religion, gender, age, family situation, background and economic status.
· Commit to honesty and respect in all our relationships.
· Draw on our expertise to develop new approaches to support treatment information and community education.
· Develop processes and practices that are open, fair and honest.
 
What we believe

We believe that people can rebuild their lives.










Organisational Background
Windana is a leading Melbourne-based drug and alcohol treatment organisation specialising in holistic, client-focused recovery services. 

For more than 30 years, we have been helping people rebuild their lives in a safe, caring environment, supporting our clients wherever they are in the recovery process. 

Windana assists close to 1500 people across Victoria per annum by providing AOD treatment services including residential withdrawal services, residential rehabilitation and a suite of non-residential services.
 
Windana is a QIP accredited organisation currently employing over 100 highly experienced staff delivering excellent services across multiple sites. 

Program Information: People and Culture
[bookmark: _GoBack]People and Culture provides corporate services and support to all Windana staff, the Board and external stakeholders in the areas of HR, Occupational Health and Safety, Learning and Development, Knowledge Management, Privacy and Freedom of Information, and Quality functions.  

Objective of the Position:
Directly accountable to the Executive Director Corporate Services, the Manager People and Culture has overall responsibility to provide strategic leadership and oversight for all areas of People and Culture and to provide higher level operational support to the organisation where needed. This role is responsible for ensuring a high level of customer service is integrated into the delivery of people and culture functions.

Liaise with (key internal and external contacts):
CEO, Board, Exec, Windana staff, Unions, Clients, Peak bodies, Community and other agencies.

Specific Position Responsibilities:
· Provide leadership and advice on all aspects of People & Culture, Industrial Relations, Employee Wellbeing and Human Resources.
· Be a ‘change agent’ to promote and execute organisational change and development to suit the needs of the business as required in collaboration with the Executive Director Corporate Services.
· Prepare and maintain the People and Culture business plan across relevant areas including HR, Risk, OH&S and other operational items.
· Plan, develop and implement staff learning and development including a Staff Performance Development System.
· Provide day-to-day performance management guidance to line management in relation to employee performance and conduct. 
· Represent Windana in proceedings before Fair Work Commission, Equal Employment Opportunity Commission, Health Services Commission, OHS/Workcover Tribunals and negotiations with Unions as required (such as the Windana EBA negotiations).
· Develop systems that ensure Windana maintains Quality accreditation and is compliant with relevant legislation, industry standards and regulations.
· Ensure Quality related reporting such as KPI reports are available to the Exec and Board. 
· In conjunction with the management team, develop new policies and procedures and periodically review others as required.
· Oversee the development, implementation and ongoing upgrade of People and Culture related operational systems including HRIS.
· Oversee the Quality Coordinator in the maintenance of Knowledge Management systems.
· Ensure risk issues related to Fire and Emergency Management are compliant with funding body requirements and act as Chair of the Emergency Planning Committee.
· Act as the Windana Privacy and Freedom of Information Officer. 




General Responsibilities:					 
· To perform duties within the contact of the Windana philosophy, policies and procedures.
· To acknowledge and respect the diversity in the nature of our clients and the many aspects of their lives – physical, psychological, spiritual and social.
· Work as per the contract of employment, relevant Award / Agreement.
· To ensure all policies and procedures are read and understood including all revised policies and procedural documents.
· Understand and works within the Risk / Quality Management Framework including policies, procedures, tools, templates and reports as applicable throughout the organisation.
· Work within the parameters of general legislative compliance – including but not limited to OHS laws and guidelines, Fair Work Australia Act, Children and Young Persons Act, Privacy Act, Health Records Act.
· To abide by all guidelines and requirements of our principle funder (s).
· Follow the objectives of the service plan / model as directed by the Manager.


Selection criteria

Mandatory Skills & Competencies:
· Significant senior experience in HR/ OHS or related field.
· Advanced problem solving, analytical and advisory skills
· Ability to build effective relationships and stakeholder engagement both internal and external.
· Strong leadership skills with ability to influence people and lead change.
· High level strategic thinking skills.
· Proven capacity to take on a broad set of projects and responsibilities.
· Strong personal ethics and a conscientious approach.
· Excellent time management skills and the ability to manage many different demands and work priorities.
· Excellent written and oral skills.
· Empathetic to values of Windana.
· Commitment to continuous quality improvement.


Qualifications:
· Bachelor degree or higher qualifications in a relevant field.
· Full drivers license


Desirable Skills & Competencies:
· Understanding of employee relations in the not-for-profit sector.
· Experience  in a Not For Profit organisation


Employment Conditions

The successful candidate will be employed under an individual employment contract.   The role is available 60.8 hours (0.8 EFT) to 76 hours per fortnight (1.0 EFT) negotiable.  

Remuneration Packaging is available in accordance with current legislation.

Windana operates under an Equal Opportunity Policy and Occupational Health & Safety Policy in accordance with current legislation.

Effective risk / quality management is a core competency expected of everybody involved in Windana administration, including all staff, management and volunteers. Leaders will be accountable for applying agreed risk / quality management policy and strategy in their area of responsibility.

The Manager People and Culture is expected to conduct her/himself with professional integrity towards clients according to the “Staff Code of Ethics” and maintain their professional responsibilities in line with the “Bill of Rights for Members and Clients”.

Under the Accident Compensation Act, it is the applicant’s duty to advise Windana of any pre-existing condition, which could be aggravated by the type of employment they are applying for.  Failure to do so seriously jeopardises any entitlement the employee might have for a work-related aggravation of that non-disclosed pre-existing condition.

Agency vehicles are available for authorised use and these should be used at all times for work-related purposes.

Windana is a smoke-free environment.


	
	Responsibilities stated herein reflect the primary functions of this job and should not be construed as an exhaustive list of duties.
Employee Name: ________________________   Date: ____________
Signature:  _____________________________
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